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a bdCT : (sidelines Concerning use of Surveys on Satters 
Heletioy to Personnel painagement 


l. Please direct the attention of your senior managers to the 
following guidelines concerning the use of employee surveys about 
aspects of personnel manayenent. 


2. dong the techniques available-to tae Agency manager to 
guide policy-making ai to idesitify organizational problems, the 
eaployee questioniaire survey is higsly regerdec. Gaployees can 
express their feelings about orjanizational matters whlch affect 
thea, and hanayers can learn something about the depth and direction 
of ceployee concerns. Waether focused on the specific concerns of a 
seall unit or addressing broad issues Agency-wide, tie employee 
survey is a comamication device that can help weet neecs of 
wanagers at any level of the organization. 


%. the possibility of tee many surveys of overlapping purposes, 
tou close together in tive, poses a risk ef impairing their 
effectiveswss. This is particularly apt to occur in the personnel 
aanagenent- related areas of Agency-wide concern: promotion aid 
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career advancement policies and mechanisms, performance evaluation 
systems, maxpower utilization, training opportunities, etc. ‘These 
are also the topic areas which consistently impact most heavily on 
now one feels in general about one's job, and hence become a major 
component of ‘morale’. Because of the breadth of interest in these 
topics, the dangers uf ‘oversurveying’ are probably greatest in 
These areas. 


$. The following guidelines and coordination requirements nave 
been establisied to preserve the utility of expleyee surveys on 
personnel management topics: 


(2) Senior managers planning surveys, waatever the subject 
watter, are encouraged to avail thesselves during the early planning 
stages of tne consulting services of the Psychological Services Staff, 
Office of Nedical Services. This Staff can offer helpful advice ard 
assistance in all phases, including the interpretation of results agar 
planning the follow-on action which stems froin thom. PSS maintains 4 
specialized software package to process Survey data aj! output ina 
well-organized readable form. ‘the Staff also retaias pennanent 
survey data files which may provide sone useful base-line data, and 
cau serve as a means of tracking changes ami trends over tine. 


(b) Sender managers planning an employee survey in whics 
questions on general personnel management issues are to be Included 
Will inform the Mrector of Personnel well in advance of Its 
scaeduled time of adwinistration. If the Directur of Personnel sees 
a substantial subject matter overlap with other planned surveys 
within the seme time frame, he will seck to resolve the conflict in 
$0ne manner satisfactory to tae various parties invelved. If 
necessary, tie iirector of Personnel way direct that a particular 
satity postpone its survey on personnel management topics (or that 
portion of its survey wiica eabraces these topics) until a later 
Gate. 


Jon F. bleke 


ce: ADSI 


ORIGINATOR: fete at 
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